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Customer Guide:  

Submitting a Project Application in EPM 
 Log on to the EPM system …

Important User Information:  This site is designed to function with 
Internet Explorer 9 or higher and with Adobe Acrobat Reader 9 or 
higher.  For best results, please avoid using other browsers such as 
Chrome, Firefox, Safari, Opera, etc., and alternate PDF software.
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FINAL STEP: upload application.  
They will be prompted: “Ready to 

upload project files – Y/N”.  If 
they do not upload now (which is 

perfectly fine) – they will then 
need to wait for the GATE to open 
to them after they have accepted 

their review schedule (1-2 business 
days to go through ESTIMATION 

and get their Tentative schedule 
from their coordinator) 

If applicant does not get immediate feedback (an “active project” tab open with new 
project number – and a system email confirming project number) application didn’t go 

through and they will need to try again.

Supporting 
documentation 
templates and 

forms.  Download 
as needed.

 Once FORM PAGE opens, select the appropriate application form for 
your process (OnSchedule, Preliminary, RTAP) and download it locally so 
that you can complete (all red asterisked fields are required information) 
and save it before uploading.

If EPM finds errors or omission as it processes the application, you will get specific 
feedback on the defects.  Make note of the errors. Return to your saved form to make 

corrections. Save the changes and re-upload until all errors are resolved.

MUST COMPLETE 
APPLICATION 
USING ADOBE 

ACROBAT 
READER 9 OR 

HIGHER.

 After logging in, at the upper right of the home page, 
click “Submit Building Construction Plan Application”.

A step-by-step module to 
completing a project  

application can be viewed 
on the Plan Review/EPM 

page of the Code 
Enforcement website.

DON’T FORGET TO 
“ACCEPT” THIS 

TENTATIVE SCHEDULE
(within 48 hrs. of notice).

 Once an application is accepted it is processed through ESTIMATION and 
assigned a PROJECT COORDINATOR for scheduling.  Keep an eye on project 

dashboard for a tentative schedule from your coordinator within 1-2 business days.

 SUBMIT APPLICATION: After 
completing and saving the application, come 
back to this FORM PAGE.  Select your 
application using the BROWSE button and then 
UPLOAD.  

As EPM processes the application you will be 
asked if “Ready to upload project files”.  It is not 
necessary to upload the project files at this point.  
Your application is accepted once the system 
assigns a project number and opens an ACTIVE 
project tab on the dashboard.

http://epm.mecklenburgcountync.gov/
https://www.mecknc.gov/LUESA/CodeEnforcement/PlanReview/Pages/ElectronicPlanManagementSystem(EPM).aspx
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